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4 Official Personnel Folder Active Active Retain as Active until employee separates from State service
: Then retain according to type of separation.
2 Std. 634 Absence and Additional Time Worked 4 4 Retain for 4 years.
g Employee’s Job Description (Duty Statements) Current Current Retain as Current until superseded. Then retain as necessary
for operations history.
& STD. 74 Payroll Adjustment Notice (Salary Adjustment) 5 5 Retain five years from pay period involved.
5 Workers Compensation Current Current+2 Retain as Current until settlement of claim or closure of case
Then retain two years. Do not retain in employee’s Official
‘Personnel folder.
b Std. 680 Personnel Action Request Current Currentt4 Retain as Current until end of Tax year of transaction then
retain for 4 years.
7 Training Records Active Active Retain as Active until employee separates from State service
Then retain according to type of separation.
% Std. 262 Travel Expense Claim, Travel Advance Request FY+2 FY+4 Retain at least two years from end of Fiscal Year in which
Revolving Fund Request, Flight reservations claim was filed. Aftertwo years destroy after audit or fours
Out of State Travel Requests whichever occurs first.
9 Procurement and Supply (Equipment and Service Request) FY +3 FY+7 Retain seven years from end of Fiscal Year in which
Phone Bills and Subscriptions encumbrance is liquidated. Destroy after the required seven
) years or when audited by the Bureau of State Audits or the
epartment of General Services whichever occurs first,
10 Miscellaneous files- Correspondence and FY+2 FY+4 Retain at least 2 years from fiscal year affected.
memos and Budget Report Sfter two years destroy after audit or four years
whichever occurs first.
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Records Management
R, STD Form 70, Records Inventory Worksheet Current Current Retain as current until next inventory, or when no
’ longer needed for reference or analysis, whichever is
later.
Current Retai il all records have been eith
2. . Current etain as current unti! all recor ave been elther
? STD Form 71, Records Transfer List vrren destroyed, retired permanently, transferred to the Stat
Archives, or when no longer needed whichever is later.
1 ] , Current Retain as current until revised.

li» STD Form 73, Records Retention Schedule Current NOTE: Although revision is required every five years
from date approved by CalRIM, records retention
schedules that are not revised remain in effect but are
considered non-current.

- - , Retain for two years from date destruction is
‘G ACuthor ization for Records Destruction 4 4 authorized. Then retain two additional years or until
(Computer Printouts) audited, whichever occurs first (maximum of four
years).
Electronic Mail
\ & A. E-mail that are categorized as official records | M * * * *E-mail communications that have “official records
are subject to department records retention status” are subject to department records retention
schedule and must be retained for the same schedule and must be retained for the same period of
period of time as the records series that most time as the records series that most closely matches the
closely matches the subject matter contained subject matter of the e-communication in question.
within the new e-message. If there is no
entry that resembles or matches the subject
matter of the e-message, the “record” should
be added to the schedule as a separate series
(separate item number), :
B. Transitory e-Mail consists of electronic M 9o days 90 days Destroy transitory e-communications when they have

messages that are created primarily for the
communication of informal information as
opposed to the perpetuation or formalization
of knowledge.

served their purpose.



